
INSTRUCTIONS Sac Publiation No. 76-dM-1 for instructions on completing this form. Forward signed original to 
Depnrtmnnt of Archives and History, Records Management Division, 330 Capitol Awn?, Atlanta, Gmrgia. 30334, 

fice of Caroixoller General - Ins. Dept. 

Debbie Richardson oarp3uter *ations supe misor 656-2100 

a- 6 Estaoiim Retention Schedule; iecord will continua to accumulate. 
b. 0 DIM of proant accumulation: no further accumulation anticiprtsd. 

__I_ 

3. ActionRoqwrted .6 

4.AAmrndl icat ion No. Checkone: 0 h n g e :  0 Sumcede, 0 Void 
4. Dues0fslli.r I A R u d ~  Stria Tith (followed by tide ussd in office; H different) 
Earliest 
July 1983 I To Date I Res&ent and Non-mident Inswan; License Renewal Applications 

I I I 6. Diiirion qtd offia Function What is tJle function of the Division and the Office in which this record soria is  created? 

The Agents Licensing Division is responsible for the legal licensing of agents, counselors, 
brokers and adjusters for all 'classes of insurance by strict enforcenent of the 
qualification requirenents for all applicants. 
The camputer Operations section is responsible for batching and processing first-time 
license applications, renewals, certificate of authority request and annual listings, 
reexamination permits, permit renewals, bad checks, redeposits and refunds and 
balancing such w i t h  the Fiscal Department. The section also processes a l l  insurance 
exaninations and issues and prints licenses, failure notices, pennits and letters of 
certificatioddearance letters to  agents applying for licenses in other states. 

-- - 
7. R d  h k r  hlcrlption 

Documents relating to: 

This file contains the following documents (include form numbsnand rides, if any): 
Am& samples of the file. 
the annual renewal of all insurance licenses 

I 
Indudad are: ~orm GID-IOI - Resident ~ n s m c e  ~ i &  ~ e n e w d ~  Agplication; 

F O ~  GID-IOI-A - mn-Resi-aent ~nsura~# ~icense 
Batch control sheets, Batch Balance Lists and Batch Extract Lists. 

Application; 

I r i ;  .:' 

. . . . . . . .  : . . . . . . . . . . . .  



., 
in the proper column) 

a. I s  this the officirl a p y  of the series? _-_- 
‘ ‘ curity handling? If yes, cin law 01 regulation. I 

11. R.antlon Rquinmentr s t  lh following requires the series to be kept: 

years. a. StahLaw 0 yean. d. Audit - 4 o d  
b. Statute of limitation 2 *  yam. e. Administrative need + + & - - y e a r s .  

1 

c Federallaw 0 yean. f. Federal re,tantion instructions yean. 
* See Attached sheet 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Information is needed to verify receipt of payments, and for reference in the event a license 
is not renewed in one year, but renewal is requested in a subsequent year. Also used in the 
event legal action-4n &.g&tktted against agents who have not acquired the proper licenses or 
certificates of authority. 

I 2  A w r o m l  Disposition Instructions This agency recommends that the file series be Cut otf a t  thr end of each: 
0 Calendar Year; d Fiscal year; 0 Other 

- 
then, 

Hold in the current files area rnonthb) yearb); then 
0 Transfer to lacal holding area, hold 
m Tr8nsfer to State Rwrds  Center; hold L y e a r ( s 1 ;  then 
ap Destroy. 
0 Transfer to Stata Archives for permanent retention. 
0 other (specify) 

yeads); then 

These instructions apply to al l  prior and future aaumulatlons of the series. 



I -  

L . > -  , 

. 

I 
Addit ion t o  i tem l l b .  

, i '  

These f i l e s  can be used i n  the event  a person is charged wi th  s e l l i n g  i n s u r a n c e  
w i t h o u t  t h e  proper  l i c e n s e s  o r  a u t h o r i t y . '  The charge ,  accord ing  t o  O.C.G.A. 
33-5-3, would be a misdemeanor. According t o  0. C .  G .  A. 17-3-1, t h e  s t a t u t e  
of l i m i t a t i o n  on a misdemeanor is two y e a r s .  

.b 
(The above a l t e r a t i o n  t o  t h e  s c h e d u l e  was made by Harmon Smith and Char les  
Saxon based on a u t h o r i t y  gran ted  t o  Harmon Smith F 
r e c o r d s  o f f i c e r  Mickey Anderson i n  a te lephone  c o n v e r s a t i o n  J u l y  30, 1985.) 

t h e  Comptrol ler  G e n e r a l ' s  

c 


